DRAFT

QUTSTANDI NG DEPARTMENT OF THE NAVY
EMPLOYEE W TH DI SABI LI TI ES AWARD
NOM NATI ON | NSTRUCTI ONS

BACKGROUND:

The purpose of this award programis to recogni ze and
publicize the contributions and achi evenents made by physically
and nental ly disabl ed Departnent of the Navy (DON) enpl oyees.
The program al so rem nds managers and supervisors that persons
with disabilities are a valuable part of DON work force.

CRI TERI A:
In order to be consi dered, nom nees nust:

a. Denonstrate performance that clearly exceeds the job
requirenents in spite of severely limting physical and/or nental
factors.

b. Exhibit courage and initiative in overcom ng
di sabilities.

c. Mist be a Federal enployee as defined in 5 U S. C. 2105.
NOM NATI ON:

Activities and field offices should forward nom nations via
t he chai n-of -command. Commands are to revi ew nom nati ons,
considering both the criteria |isted above and other factors such
as the nom nee's assistance and encouragenent to other disabled
persons, and participation in outside activities. Select the
best of the nom nees to send forward for consideration. There is
no limt on the nom nations that may be submitted by commands.

Commands should forward an original and four copies of each
nom nati on package to: The Deputy of the Navy, Ofice of
G vilian Human Resources (Code 013), 614 Sicard Street, SE, Suite
100, Washington Navy Yard, DC 20374-5072.

Nomi nations nust be received by 1 June 2004 in order to
allow sufficient time for review by the Departnent of the Navy
Revi ew Panel (DARP) and to allow sufficient time for cerenony
pl anning. The recipient will be recognized in cerenonies
sponsored by both DON and the Departnent of Defense (DoD)

Commands are encouraged to devel op their own awards prograns
to honor outstandi ng performance and achi evenents nade by their
di sabl ed enpl oyees. These awards prograns shoul d not be used as
t he sol e mechani smfor recognizing disabl ed enpl oyees. Commands



may W sh to develop certificates or some other appropriate form
of recognition to present to those nom nees whose nanes are not
forwarded to the DARP.

SELECTI ON

The panel nenbers will review the nom nations and nake the
final selection of the Qutstandi ng DON Enpl oyees with
Disabilities. Only one nom nee can be sel ected each year, so
command prograns shoul d enphasi ze the fact that being nom nated
for this award is, in itself, an honor and an indication of the
nom nating office's esteem and appreci ation of the disabled
enpl oyee and his or her contributions.

CEREMONI ES:

Last year the 24" Annual DoD Disability Awards Cerenony and
the 16" Annual DoD Disability Forum were conbined and held in
Decenber. The DON recipient will be honored at a Navy cerenony
presentation/cerenony, and at the DoD Disability Awards Cerenony
in which each mlitary departnent or agency’ s selectee is
recogni zed.

Travel costs and per diemfor awardee will be paid by the
enpl oying activity and/or the cognizant nmaj or conmand.



OUTSTANDI NG DEPARTMENT OF THE NAVY EMPLOYEES W TH DI SABI LI TI ES
AVARD NOM NATI ON PACKAGE FORNVAT

The follow ng informati on should be provided in each
nom nati on package:

1. ldentification
a. Full Nanme: First Name, Mddle Nanme (if any), Last Nane
b. Date of Birth
c. Gitizenship

2. Narrative justification for award covering job performance
and exanpl es of courage and initiative denonstrated which served
as an inspiration to others.

3. Description of the individual’'s disability, its effect on the
individual’s Iife and job performance, and ways in which the
disability is accommpdated in the workpl ace.

4. Enpl oynent

a. Cassification of current position (job series, title,
and grade)

b. Individual’s organization title (if any)
c. Enployer (organizational unit, division or section,
enpl oying activity)
d. Cty and state where enpl oyed
e. Total years of Federal service
f. Length of service with current enploying activity and in

present position
g. Work experience other than Federal enploynent

5. Educational background (schools attended, fields of study,
dates of graduation, degrees awarded, honors)

6. Agency recognition (awards, etc.), if not fully covered in
the narrative

7. Comunity service, if not fully covered in the narrative

8. Community recognition (professional associations, conmunity
organi zations, etc.), if not fully covered in the narrative

9. Oher biographical data (e.g., famly, hobbies, mlitary
service, place of birth, travel, or |ocation of residence)

10. One 8”"x10” gl ossy phot ograph or high-resolution digital
phot ograph of the nom nee at work (should show the individual in
t he wor kpl ace) — HEAD AND SHOULDERS POTRAI T | S NOT ACCEPTABLE

11. A signed rel ease authorizing use of photography and
i nformation provided for pronotion of the Awards Cerenony and the
Depart ment of Defense Disability Program






